[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to request clarification regarding the
disciplinary policies currently in place at [Company/Organization Name].

As a [your position or relationship to the organization], | believe it is important to have a clear
understanding of these policies to ensure compliance and promote a positive work environment.

Specifically, 1 would like to know more about [mention any specific areas of concern or
particular policies you need clarification on]. Understanding these details will greatly assist me
and others in navigating our responsibilities effectively.

Thank you for your attention to this matter. | appreciate your assistance and look forward to your
prompt response.

Sincerely,

[Your Name]



